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ABSTBACT 

A description is provided of the aoric accoaplislied in 
the coarse of a Title ZZZ funded project at the Paeblo Bleaentaxy 
School in scottsdale, Arizona, part Z of the report describes the 
fanction of the instructional Batarials cSnter in a school alth an 
open-class learning center design. Part ZZ deals vith the coding 
systes created to retrieve iastractional aateriaXs to sStck stadeat 
needs, shoving hov saterials are classified by subject sattes: area, 
grade level, and specific concepts and skills. The ^Ird.part of the 
docaaent addresses the topic of coding audiovisual aat^frials, 
presenting details about a coaputerised cataloging and retrieval 
systes ahich provides centralized acguisitioa and cagalogiiig services 
for non*print aaterials to the schools in the district. The 
concluding section offers a catalog of alcroficfae on t3 diffsrant 
subjects. (PB) 
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The Pueblo Instructional Materials Center 



INTRODUCTION 



The Pueblo Instructional Materials Center (IMC) Is part 
of the Pueblo Elementary School In Scottsdale, Arizona. Pueblo 
School was opened In the fall of 1970. The physical plan is 
based on an open-class learning center design. Concepts of 
differentiated staffing and Individualized instruction are 
utilized. The IMC, where all types of learning resources 
are provided, is an Integral and important part of the school. 



The overall design of the IMC provides for 



A unified media center with access to a full range of resources of 
all types by students and teachers. 

Media which not only supplements instructional programs but 
is an Integral part of the curriculum. 

Cooperative effort of teachers, administrator and media specialist 
in selecting and evaluating resources and planning for their most 
effective use in the curriculum. 

An "open" facility and a flexible schedule where individual 
students are free to come in for purposeful activities individually 
or in groups. 

An auxiliary "resources center" in each of Pueblo's open-space 
learning centers where materials and equipment are readily available 
to students . 

Extensive and effective use of parent and student volunteers. 
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Underlying the goals and philosophy of the media program at Pueblo are these 
values ; 

INVOLVEMENT - we believe that students are more important than materials. 

Students use the materials and have free access to them. 
An underlying framework of controls is set up which 
protects materials and equipment from misuse or loss. 

RESPONSIBILITY -we believe in developing independent responsibility in 

each student for his own behavior and learning. Responsible 
use of media and equipment is the result of this belief. 



SENSITIVITY 



ve believe that each student who comes to the DK! is 
unique in terms of his own needs and feelings. Awareness 
of these differences is the basis to our providing for 
varied purposes in use of media and learning spaces for 
students. 
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SCHOLARSHIP • 



AUTHENTICITY 



DEMOCRACY 



we believe in encouraging pursuit of knowledge and 
learning. Freedom to examine and explore media 
provides stimulation to. each student In his search 
for meaningful information. 

we believe in open, honest communication with 
students as well as faculty and staff. Cooperative 
effort is essential In providing a meaningful resources 
program. 

we believe in providing an atmosphere of warmth and 
participation with absence of authoritarian rigidity, 
where purposeful learning is evident. 



Our Basic PHILOSOPHY 



It is the task of education to prepare individuals who are capable 
of meeting the challenges of a rapidly changing and complex society. 
Education is a process. The focus is on helping each learner become 
responsible for his own education. Skills of inquiry are developed in the 
search for basic concepts on a continuous progress basis-»where each student 
may progress at his own rate. This type of individualised learning is a 
basic philosophy of Pueblo School. The existence of an effective media 
program is essential in working toward desired educational goals of all 
persons within the school. Learning resources are an integral part of 
the school's curriculum. The role of the media center director is one of 
guiding and enriching learning experiences for students, not merely 
supplementing the curriculum. The total school staff affects and is 
effected by the media program. Emphasis is placed on the cooperation and 
coordination of all persons, including school district personnel, who are 
Involved In instructional processes. 
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BUDGET 




EQUIPMENI? 



STAFF 



FfiCIUTIES 



IMPLEMENTATION; PROGRAM AND SERVICES 
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Facilities 

The spaces provided for various types of activities express our 
philosophy. Flexible use of space Is basic. Areas Include the following: 

1. Large group reading and study area. 

2. Dlnplay areas, such as display case, shelf space and bulletin 
boards to which students from all over the school contribute. 
These areas are a true expression of the many and varied 
activities which Pueblo students are Involved In . . . from 
Individual studentfs model car collections in the display case 
to an array of self»made rockets from a 6th grade science class 
to artistic creations hanging from the celling. 

. 4 - 



• 3* A lis Unlng- viewing arM •quipped with wt carrels and 
•lac trie atrip tablaa for uaa of audlo-vlaual aatarlala; 
carrala ara also uaad for Individual atudy* 

4* TWO small seminar rooms for small group study or listening 
and viewing purpoaea— with a movable partition* 

S. A "nient reading room**— atrlctly for allent reading 

enjoyment— fumlahed with floor lampa^ bean bag chalra and 
large plllowa* 

6* A typing and activity area for atudenta engaged In projecta* 
7. Office area for UK ataff • 

8* A work room for proceaalng new materlala, production of 
media, uaa of copying machlnea and maintenance of A-V 
equipment purpoaea (thla Includea a photographic dark room). 

. 9* A communication center for audio tranamlaalon to each of 
the learning centera. The rationale for placing the aound 
ayatem (Including Intercom) in the IHC waa to aaaure Ita 
primary uaa for Inatructlonal purpoaea* 

10* A multl^purpoae "preview and conference" room which la 
presently utilised aa a career education center. 

11. Profeaalonal-currlculum office area where the achool*a 
profeaalonal library la housed* 

12* Storage area for A-V materlala. TKla la located near the 
circulation deak and thua provldea for aupervlaed acceaa 
to awdla by atudenta* 



Student Uae of the DiC 



The concept of an "opan** facility demanda great flexibility 
on thft part of everyone concerned* At tlmea there may ba only 
a few atudenta In the center; at other tlmea It may ba crowded to 
capacity* The baalc premlae on which all uae of the DC la baaed 
la D urooaaful ectlvltv* Thla may Involve Individual atudenta or 
small groups who, for purposes of accountability, muat have aoma 
typa of paaa from dielr teecher during achool hours (first and 
aacond gradera, for axaaple^have a dothaapln attached to their 
clothing which la marked: "DC PASS**)* Before and after achool 
the DC la open to anyone— with no **paaaea** required* If atudant 
groups of more than five or ao wlah to uae tha DC, tha teacher 
arrangea for a acheduled time and plana the activity with the 
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IMC Director. Activities .for larger groups may Include 
the following: checking out and reading books » using A-V 
auiterlals» learning study and reference akllls» (research 
skills are best learned when there Is a need for the student 
to ust them as part of some project* -rather than teaching 
these in Isolation^ general orientation sessions and special 
research groups • Because of this type of set-up» Individualised 
help Is 'the primary "teaching" activity which goes on In the 
IMC. As regular weekly "library" periods are not usually 
scheduled » careful planning by teachers Is essential to make 
certain that every child does have time and opportunity to 
take advantage of the IMC resources and facility. 

i 



Auxiliary Resources Centers 



IhMe are generally located In the central area in each 
open-space learning center (a learning center Is the "open 
classroom" building where students and teachers work together)^ 
Although all audio-visual equipment and materials are centrally - 
accounted for through the IMC> most of the equipment is actually 
distributed or checked out to the learning centers for easy 
access by students and teachers. Materials and books may be 
checked out on a long or short term basis by teachers and 
housed in their "resources center" (R«C«)« One person in 
each learning center^ either a teachier or a paraprofessional, 
is designated as "resources coordinator" (R.C. Coordinator). 
This person works closely with the IMC Director in communication 
and implementation of the resources program^ including respon- 
sibility for some of the technical aspects Involved in 
operation of audio-visual equipment and machines. 



Materials 



The IMC provides a central access point for information 
regarding all types of learning resources. These include 
library books . audio-visual materials such as films trips » film 
loops, cassette tapes » sound- films trips » records » transparencies » 
slides » kits» paaphlets» pictures » periodicals and files of 
coamuivlty and staff resources. Materials are continually 
evaluated as to effectiveness to assure quality in terms of 
purposes • 
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1. Selection of Materials 



A variety of selection aids are' used and Input Is obtained ' from 
students and teachers. Teacher curriculum teams, In particular, are 
involved in recommending appropriate and needed materials to meet needs for 
m variety of maturity and ability levels, Interests and subject areas. 
All materials are classified, as are books, by the Dewey Decimal Classification 
System. A computerized cataloging system for audlo-*vlsual materials Is In use 
vhlch provides the IMC with book prlnt-outs of all materials by title of Items, 
by subject classification, subject heading and type of media. In addition, 
conputer^prlnted 3x5 catalog cards are obtained for these materials which 
are Interfiled In the central card catalog so that book and non-book resources 
may be eaally Identified from one source. Students have free access to the 
media storage cabinets (as they do to book shelves) and are free to use any 
of these materials In the IMC (equipment Is set up In the listening area 
for viewing these materials). A student may check out one Item or set 
(such as a films trip or record) and keep It out overnight. All such 
materials must be returned to the IMC by the beginning of the next school 
day. Books are checked out on a two week basis. No fines are assessed 
for overdue books. Responsibility Is stressed and developed. 



2. Other Materials Services Include: 



2*1 A pamphlet and picture file of free and Inexpensive materials 
2*2 Old magazines for students to cut up for reports or pictures 
2«3 Subscription to dally newspapers 

2«4 "Birthday Books"— Instead of bringing a treat for his cls.^s 

any student may purchase a book for the IMC 
2*5 A file of catalogs of educational materials for teacher use 

2.6 I61SB1 films are ordered from the district film center (IRC) 
through the IMC 

2.7 Periodicals subscriptions 



A-V Equipment 



A coiq>uterlzed system for Inventory ard accountability purposes makes 
keeping track of equipment a comparatively sluple matter, a' computerized 
print^out Is available Indicating the type of equipment. Identifying numbers 
and assigned location (IMC or which learning center). A 3 x 5 computer- 
printed card giving this same information is attached to each machine for 
identification purposes. As previously indicated, most of these machines 
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are housed in the various learning centers for easy access and use. 
Students may, if they need to, check out filtnstrip viewers and cassette 
tape recorders to take home overnight. The R.C. coordinator in each of 
the learning centers or the student's teacher takes responsibility for 
return of these items by the next morning. Stadents and teachers are 
trained, through R.C. coordinators or in the IMC, in the use of A-V 
equipment. Simple maintenance of A-V equipment is done here, but 
equipment Is sent to the district repair shop for major problems. 
Because of the school's philosophy which stresses individualized learning, 
a greater quantity of items such as films trip viewers and cassette 
players has been purchased. Other types of equipment includes: two 
television receivers (with video tape hook-up capability), several 
programmed learning machines, tape recorders, record players, films trip- 
slide projectors and viewers, sound filmstrip projectors and viewers, 
overhead projectors, listening stations, a 35mm camera and a variety of 
production equipment (dry mount press, copying machines, etc.). 



Budget 



Budgetary allocations are determined by the school district. The 
IMC Director, under the direction of the school principsil, plans expenditures 
for equipment, books, audio**visual materials and supplies In accordance with 
perceived needs of the school. 
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The materials center staff, Including professional 
and non«*certlf led persons, has ultimate responsibility 
for the success of the media program* The staff Includes: 



1. The Director of the Instructional Materials Center who has the total, 
over«-all responsibility for materials center functions and services. 
He should have broad professional preparation In educational media, 
as well as a teaching and librarian's certificate. 

Specific duties Include: 

1.1 Supervise activities of other media personnel 

1.2 Plan for systematic communication with staff and school 
community regarding areas of mutual concern: attend teacher 
planning meetings, curriculum team meetings, publish a 
weekly or bl-weekly ''IMC Newsletter" for the staff. This 
newsletter becomes the primary channel of Intra-staff 
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communications • Opportunity should be provided for 
feedback and suggestions from the staff as to the media 
program. Open communication with staff and administration 
on an informal basis is essential to an effective working 
relationship. Communication with parents Includes 
contributing items to the Pueblo Parent Council Newsletter. 

1.3 Plan for selection and evaluation of materials 

1.4 Report to and plan with the school principal 

1.5 Serve' as- Instructional resources consultant and materials 
specialist 

1.6 Assist students in their use of the IMC 

1.7 Work with teachers in curriculum planning 

1.8 Coordinate, catalog and schedule Instructional materials 
and equipment for most effective use 

1.9 Advise the faculty on new materials and equipment available 

1.10 Act as resource person in the learning centers if practical 
considerations allow this 

1.11 Conduct in-*servlce training in use of media as needed 

1.12 Supervise student assistants 

1.13 Communicate with district personnel 



Clerical/Technical Assistant (Library Aide ) who has responsibility 
for the supportive clerical and technical functions essential to the 
operation of the center: typing of newsletters, correspondence, 
book orders, requisitions, catalog cards, notices, lists and other 
records, handling mall and office routines, recording and filing 
catalogs, inspecting and filing materials and cards, reading shelves, 
supervising work room activities in materials production and copy 
services, district film requisitions and distributions, assisting 
in supervision of student assistants and students in the materials 
center, technical aspects of equipment operation and maintenance, 
and some housekeeping details. 



Parent volunteers who, according to ability and training assist in 
the types of duties outlined for the IMC Aide. These volunteers are 
invaluable to the operation of the IMC. Each has some special talent 
or Interest with which he contributes in a very unique way to the 
program. The excellent para'-profes^ional support frees the IMC 
Director for performance of professional duties and responsibilities. 
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4. Student assistants who are selected from grades 5-8 (through 
cooperative planning between the 11^ Director and the teachers) to 
work 1-2 hours a week In the IMC. The bases for selection vary: 
special needs for active purposeful Involvement by some students who 
othen^lRe have little academic success, special talents or Interests 
as In working with A*V equipment, Interest In working as an IMC 
assistant. Students volunteer for this responsibility and must 
obligate themselves to work at least one semester. They may work 
out of a study hall, an independent study period or out of some 
subject area^ such as language arts^where the activities they perform 
in the IMC support and enrich their skills in the subject area. 
Student assistants are scheduled to work at regular times each 
week so that two or three students are always available. They are 
trained to perform functions such as the following: checking books 
and materials in and out, finding book cards for returned books, 
shelving^ helping children locate books and materials, helping 
students operate the machines in the ''listening area'*, filing 
magazines^ and aiding in production activities. Each student 
assistant must complete a "self-evaluation" sheet each time he 
works. This sheet becomes the student's record of activities and, 
with .a written comment added by the IMC Director, this sheet is 
given to the child's teacher for use in his evaluation of the 
student's performance. 





. • • because ve believe in creating a love for learning 



II 



W*, the Pueblo IMC Staff,work together to 



• • • involve each student in meaningful learning 
experiences • 
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CODING SYSTEM 



In recent years en liicreesingly lerge nuaaber of Inetruetlonel 
imlte heve been developed vhlch focus on concepts end perforstnce 
objectlvee*. Sosm kind of ceteloglng or coding systea Is necessery 
If the retrlevel of the evelleble units Is to netch the needs of 
the students. Such e systea is else velueble for orgenUing 
future neterlels developed locelly or Mterlels prepared by 
projects throughout the nation. 

The following coding scheme Is beaed prlaarlly on skills and . 
concepts listed in each ieparate aubjeet aree. The amnlng of the 
different letters and syiriiols Is deacrlbed below.* 



ColwBn jL Subject eree Identlficetlon 

LA Languege Arte 

MA Mithenatlcs 

SC Science 

SS Soclel Studies 

AR Art 

VM Vocal Music 

IM Inst rumen tel Music 

FB Vhyslcel Educe t ion 

Column 2 Grede level designation 

0 Kindergarten 



1 First Grede 

2 Seemd Grede 

3 Third Grede 

4 Fourth Grade 

5 Fifth Grede 

6 Sixth Grede 

7 Seventh Grede 

8 Eighth Grede 

Column 3^ Major division or concept of the subject 
eree shorn by cepitel letter eccording to 
code on folloving sheet for eech subject* 



iHfhen something to be coded is eppliceble to ell the erees vithin the 
category t an X should be uaed. 
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Columa ^ Minor division or concept of the subject 
shown by Arabic number according to code 
on the following sheet for each subject. 

Column 5^ Subdivision or skill shown by a lower case 
letter according to code on the following 
sheet for each subject. 

Column 6^ This column can be used for more specific 

breakdown of the unit If needed e.g. jP might 
Indicate an Individual learning packet. 

— ^Note: An asterisk following any symbol Indicates that the topic 
or skill shown Is the main topic or skill but that the 
unit covers more as well. 

Sample Coding ; 

SC 3 - P 7 *a* 

This refers to a science unit for third grade In the area of physical 
science. The unit emphasizes the concept of "space" and the skill of 



"c4>servlng", but Includes other concepts and skills as well. 



SCIENCE CODING SCHEME 



Column 3 

B 
P 
E 
H 
S 

Column 4 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 

Column 5 

a 

b 
c 
d 
e 
£ 

g 
h 



Biological Science 
Physical Science 
Earth Science 
Health 

Science Skill 



Environments 

Growth/Development 

Diversity of Life 

Behavior of Organisms 

Time 

Motion 

Space 

Energy 

Matter 

Astrmomy 

Fluids 

Elements 

Changes 



Observing 
Measuring 
Processing Data 
Interpreting Data 
Inferring 

Manipulating Equipment 

Predicting 

Classifying 



3 

/ 



SOCIAL STUDIES CODIHG SCHEME 



ColoMi 3 
■ 

e 
t 

A 

98 
8 

n 

R 
X 

Colaan4 

1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 



ColoHi 5 

b 

.e 
4 

t 

S 

k 



History 
C«ogr«phy 

BcoDomlcs 
.Anthropology 
Folltleal Sclmco 
Sociology 
Philosophy 
Psychology 

Social Studies Inquiry Skills 



Conflict 


15 


Dignity of Mtn 


CiMipromls# and AdJuitMnt 


16 


Bnpathy 


Govrnment 


17 


Loyalty 


Culture 


18 


Social Change 


CllMte 


19 


Social Control 


Causation 


20 


Secularisation 


Povar 


21 


Cooperative Adventege 


Interaction 


22 


Babitet end Its Significance 


Inatltutlott 


23 


Modified Market Econony 


Savlnga 


24 


Input end Output 


Scarcity 


25 


Retlonallea 


Value 


26 


Indue trial Isa t Ion 


Morality and Choice 


27 


Vrbanlsatlon 


Freedom and Equality 


28 


Map and Globe Skllle 




29 


Bletorlcel Method end 
Point of Vlev 



Obeen^atlon» Claeelflcatlon, and MeaeuroMnt 

Anelyele end Syntheels 

Queetlons end Anevere 

Objectivity 

Skepticiea 

Interpretetion 

Evaluation 

Evidence 
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LANGUAGF ARTS CODING SCHEME 



COLUMW 1 
(Subject Area Identification) 
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LA 
HA 

SC 



0 

1 

2 
3 
4 



L 
0 
W 
S 
R 



1. 
2. 
3. 
4. 
5. 
6. 



c« 
d. 
£. 

h. 

J- 
1. 



Language Arts 

Mathematics 

Science 

Social Studies 



AR Art 

VM Vocal Music 

IM Instrumenta? Music 

PE Physical Education 

LD Leaning disabilities 



COLUW 2 
(Grade Level Designation) 



Kindergarten 
First Grade 
Second Grade 
Third Grade 
Fourth Grade 



Listening 

Oral Expression 

Written Expression 

Spelling 

Reading 



Correct Usage 
Forms 

Vocabulary 
Perceptual 
Ccmcentration 
Interpretation 



Accuracy 

Appreciating 

Attending 

Choice 

Confidence 

Creativity 

Evaluating 

Following Directions 

Generalizing 

Independence 

Objectivity 



5 
6 
7 
8 



OOLTOW 3 



OOLTOM 4 



7. 

8. 

9. 
10. 
U. 



COLUMN 5 



m« 
n. 
o« 
P- 

r« 
t. 

V. 



COLUm 6 



Fifth Grade 
Sixth Grade 
Seventh Grade 
Eighth Grade 



Comprehension 

Recall 

Inflection 

Sentence & Paragraph Construction 
Punctuation 



Organising 

Orginality 

Participating 

Questioning 

Recognizing 

Reporting 

Responding 

Selectivity 

Sharing 

Summarizing 



This column can be used for more ap*cific breakdown of the 
unit vhen needed* 
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M^THBM/kTXCS CODING SCHEME 



Coluan I Subject araa Identification 



lA Language Arts 

Wi Mathtaatlcs 

SC Science 

SS Social Studies 

AR Art 

VM Vocal Music 

IM Instrumental Music 

PS Physical Education 

Coluan 2 Grade level designation 

0 Kindergarten 

1 First grade 

2 Second grade 

3 Third grade 

4 Fourth grade 

5 Fifth grade 

6 Sixth grade 

7 Seventh grade 

8 El^th grade 

Column 2 Major Concepts* 

5 Sets 

Q ^ Operations 

NT Number Theory 

M Measurement 

6 Geometry 

NS Number Sentences 



*Flaaset;note that in the math coding scheme each item of Column 3 has 
a separate coding for Columns 4 and 5. These are listed on the folloving 
pages. 

Q 6 

ERIC 



8BTS* 



COLUMN 4 

!• Set recognition 

2. Set membership 

3. Set comperifton 

4. Set identification 
5« Cardinal ntimbers 
6« Inequalities 

7. Unlcn, intersection 

8. Set description 

9. Set builder notation 
10. Venn diagrams 



COLUMN 4 COLUMN 5 



a. equivalent » non^equivalent 
b« subset 

c. mpty 

d. universal 

e. superset 

f. synbols 

g. disjoint 

h. finite> infinite 

i. solution 

a. thxDugh 6 

b. through 10 

c. cross product 

a. symbols «,^,C^^^» 

b« proper » improper 

c« one^to^one correspondence 

dm replacement 



10. 



*Z0 the math coding scheme esch section of Column 3 h 
^ eoding for Column 4 and 5. 

ERIC ' 



OPERATIONS 



covm 4 



1. 


• 

Addition 


2. 


Subtraction 


3. 


Addition and Subtraction 


4. 


Multiplication 


S. 


Division 


6. 


Fractions 


7. 


Decimals 


S. 


Story problems 


9. 


Rational numbers 


10. 


Integers 


11. 


Percentage 


12. 


Real numbers 



cowm 5 



1. a. properties 

b« joining sets 

c« combinations £or 2 through S 

d • terminology/ symbols 

e« 0 to 5 

£• 0 to 10 

missing addend 0 to 5 

h« missing addend 0 to 10 

1. 10 to 18 

j« equations families of facts to 18 

fc« 2 digit without regrouping 

1. 2 digit with regrouping 

m. 3 addends 

n* story problems 

o* 3 digit w/o and with regrouping 

p. with 3 or more addends 

q. zero as a factor 

r* number sentences open and closed 

a. separating sets 

b« combination for 2 through 5 

c* symbollam/ terminology 

d. 0 to 5 

a* 0 to 10 

f • mlsslnr, numeral 0 to 5 

g* missing numeral 0 to 10 

h« story problems 

1. properties 

J. 10 to 18 

k. equations families of facts to 18 

1. two digit without regrouping 

m. two digit with regrouping 

n. 3 digit without and with regrouping 

o. with 3 or more numerals 

p. zero as a factor 

q. number sentences - open and closed 

r. place value in subtraction 

•# whole numbers greater than 1000 



2. 



ERLC 



OPEP.AIIONS (continued) 



coimm 5 

3. a. 0 to 10 

b. missing addend 0 to 10 

c. story problems 

d. 10 to 18 

e. 2 digit without regrouping 
f • 2 digit with regrouping 

,g. three, addends 

h. story problems 

i. inverse operations 

j. families of facts to 10 

k. addition and subtraction of whole numbers to 3 or 4 places 

1. column addition to 3 or 4 place 

n. missing addend to 20 

n. missing subtrehend to 20 

4. a. properties 

b. symbols/terminology 

c. facts to 9 X 9 

d. multiplication by 1 digit to 3 places 

e. multiplication by 10, 100 and 1000 

f. families of facts 

g. 0 in multiplication 

h. multiplicative Identity of one 
1. story problems 

J., one factor, 2 digits 

k. one factor, 3 or more digits 

1. 2 9 2digit factors 

m. one factor greater than 1000 

n. place value in multiplication 

0. factors greater than 10 with multiples of 100 
p. multiplication with factors of 2 and 3 digits 
q. factors with 3 digits or more 

r. product estimation 

5. a. properties 

b. symbols /terminology 

c. one digit division with no remainder 

d. one digit division with a remainder 

e. one dig::.t division with 2 digit quotient 

f. family of facts (division reverse of multiplication) 

g. story problems 

h. 2 digit divisor without remainder 

1. 2 digit divisor with a remainder 
J» estimation 

k. 2 digit divisor with dividend of more than 3 digits 
1. 3 or more digit divisor without and with a remainder 

9 



OPERATIONS (continued) 



COLUMN 5 

6m B. recognition of fractional regions through 10 parts 

addition with like denominators 
c. recognizing equivalents 

story problems 
e« properties 

f • equivalent fractions and regions 

g. subtraction " like denominators 

h* addition with unlike denominators 

!• subtraction with unlike denominators 

J* equivalent - renaming 

k. multiplication 

1. Improper fractions 

m. addition, subtraction * whole numbers and mixed fractions 
n. addition, subtraction both addends greater than 1 
o« division 

7. a. addition through 100 *s 

subtraction through 100*8 
c. multiplication through 100 's 

division through 100*8 
e« place value 

f. addition, subtraction, multiplication, division algorithms 

g. renaming decimals and fractions 

hU. renaming decimals for rational numbers 
i. repeating decimals 

Bm a. addition whole numbers, fractions, decimals 

subtraction whole numbers, fractions, decimals 

c. multiplication, whole numbers > fractions, decimals 

d, division whole numbers, fractions, decimals 
e« 2 or more operations 

9m B. laws 

addition 

c. subtraction 

d, multiplication 
division 

f« comparison 

10. a, negative numbers 

h. positive nunibers 

c. addition 

d, subtraction 
multiplication 

f* division 

11 • «• ration and proportion 
ratio and percent 
c. applications 
^ d, percents and graphs 

ERIC a. Irrational, rational 



OPERATIONS 



COLUMN 6 



9. b. 1. properties 

2. algorithms 
e. 1. properties ' 

2. algorithms 
d. 1. proper tlesf 

2. slmpllfj^lng 

3« properties of zero 

44. proper ties of one 

S« algorithm 
e. 1. algorithm 



11. d. 1. statistics 

12. 



COLUMN 7 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. b. 1. a. associative 

b. commutative 
d« 1. a. associative 

b. commutative 

c. distributive 



MOMBER THEORY 



COLOMN 4 



Im Cardinal numbers 

2* Rote counting 0 to 10 

3. Order 

4* Writ lib numerals 

S* Odd aim even niimbers 

6» Notation 

7* Place Value 

8* Prime numbers 

9* Identity element of zero, one 
10 • Factors 
11* Symbols 
. 12. Multiples 
13* Estimation of vhole nunibers 
14* Ratio and proportion 
15* Integers 
16* Rational numbers 
17 • Percent s 

18. Probability 

19. Statistics 
20* Real numbers 

COUOMN 5 

1. 

2. 

3* «• Inequalities, equalities 

b* before, after, between 

c* many names * same number 

d* ordinal numbers 

e* counting, sequencing 

4* 

5* 

6* a* writing numerals oO to 10 
b* writing numerals 0 to 100 
c* sequencing 

d* skip counting through 2*s, 5's 
e* zero 

t. writing 100 to 1000 

g* skip counting 10 *s to 100 

h* one 

1* recognize and write 10 through 99 

J* recognize and write numbers less than 1000 

k* odd and even 

\. multiples of 100 

m. before, after, between 

n. nuoiber patterns 

o* skip cotmtlng through the 8*s 

p* recognize and write numbers greater than 1000 

q* recognize and write primes and compos Itiss 

ir# Roman nuinberals 

9. exponential ^ 
t# recognize and write inequalities 
O u squaring 
ERIO* •clentlflc 



MUMBER THEORY 



COLUMN 5- 

7* a. ones, tens 
b. nufiiber line 
Co expanded notation 

d. lOO's 

e. two digit 10' 8 and l*s 

f. three digit lOOO's, lOO's* lO's and 1*8 

g. base 8 

h. 3 or more digits 

i. base 5 

J. base 2 ^ - 

k. base 3, 12 

1. exponents 

m. powers 

n. squares 

o. square roots 

p, decimals 

q« scientific notation 



8. 

9 . 

10* a. common 

b* greatest conmon 
c. prime numbers 
11* a. when to use 
12* a* common 

b* least, greatest 
c. divisibility test 
13* a* addition, subtraction 

b. multiplication, division 
c* slide rule 
14* a. scale dr^^wings 

b. comparisons 
,15. a. nuzsber line 
16. a. ntmiber line 
b« absolute value 
c* comparing 
17* a* decimal fractions to 100 's 

b« decimal fractions to 1000*8 
18* a* occur ance 

b* independent 
c* combined events 
d* eiq>irical 
e* random sampling 
£• pteuLctions 
19* a* frequency distribution 

b* graphs 
20«a« nuoiber lines 
b, comparing 
c* completeness pr<^perty 
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COLUMN 6 



1. 

2. . 

3. a. 1. symbols 

4. 

5. 

6. q. 1. relatively prime numbers 

2. perfect numbers 
V. 1. exponents 
, 2k squaring 

7. !• 1. zero 

2. negative 
0. 1. estimation 

2. rational approximations 
q. 1. product, quotient 

8. 

9. 

10. 

11. 

12. a. 1. least 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. ) 



MEASUREMENT* 



COLUMN 4 



1* Ccnnparlsons other than shape and number 

2. Money 

3« Time 

4* Linear 

5; Capacity 

6. Weight 

7* Graphs 

8. Temperature * 

9. Systems of Measurement 

10. Metric * 

11. Precision -accuracy 
12* Areas ^ 
13. Precision 

14 • Accuracy 

COLUMN 5 



7. 



1. 
2. 



4. 



a. 
a. 
h. 
c. 



ERLC 



larger/smaller 
1 cent to 1 dime 
recognizing coins 
1 cent to 1 dollar 
d. making change to one dollar 
e« recognize U.S. currency 
£• make change to $5.00 
g* addition, subtraction 
h* multiplication 
1* division 

hour, half-hour, quarter-hour 
day, week, month, year 
measuring 
1 day to 1 year 
calendar 
telling time 
second, year, century 
conversion within American system 
International 
la tltude- longitude 
Inch 

half-Inch 
measuring 

English ruler to k'' 
Foot and yard 
area 

conversion within American system 
surface area 
cup 9 pint, quart 
b* equivalent amounts In American system 
c* voltime 
d» ounce 

6* a* equivalent amounts In American system 
b» measuring equivalent amounts In American 
system 

c. conversion within American system 
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3. a. 
b. 
c* 
d. 
e« 
f. 

8* 
h. 
1. 

J. 
a. 
b. 
c. 
d. 
e. 
f. 

8* 
h. 
5. u. 



8. 
9. 

10. 



11. 
12. 

13. 
14. 



a. bar 

b. number plane 

c. data 

d. graphing 

e. average 

f. line 

g. table of data 

h. construction 
1. ordered pairs 

J • double bar graphs 

k« range, average, mode, 

median 
1. Interpretation 
^. rectangular coordinate 

systems 
n* linear functions 
o* linear Inequalities 
a* faharenhelt degree 
a* English 
b. Metric 
a* recognition 
b* conversion within 

American system 
c* conversion outside the 
system 



a* lateral 

b* metric areas 

a* greatest possible error 

a* relative error 



*Please note that In the math 
coding scheme each sectlort of 
Column 3 has a separate ceding 
for Columns 4 and S* 



MEASUREMENT* 



COLUMN 5 



COLUMN 6 



1. 



a. 1. length 

2. height 

3. weight. 

4. Inside/outside 

5. time . 



2. 
3. 
4. 
5. 
6. 
7. 



f . 1.- formulas and measuring 
e. 1. formulas and measuring 



8. 

9. 
10. 
11. 
12. 
13. 
14. 



a. 1. Interpretation 

g. 1. formulation 

2. Interpretation 

h. 1. ordered pairs 

2. coordinate system 

3. symmetry 



1. a.r.a. calendar 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 
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GEOMETRY* • 



COLUHIf 4 



I. 


Conqparlscn of Shape 


2. 


Gomparlson of Size 


3. 


Recognition 


4. 


Identification 


5* 


Naming, regions 


6. 


Line segments 


?• 


Simple closed curves 


8. 


Regions ^ 


9* 


Angles 


10. 


Symmetry 


11. 


Planes 


12. 


Circles 


13. 


Measurement 


14. 


Volumne 


15 • 


Points 


16. 


Polygons 


17 • 


Closed surfaces 


18, 


Ellipse 


19. 


Similarity - congruence 


20. 


Points and Lines In a plane 


21. 


Shapes 


22 • 


Triangles 


23. 


. Figures In space 


24. 


Intersections In space 


25. 


Construction 



i 



*In the math coding scheme each section of Column 3 has a separate coding 
for Columns 4 and 5* 
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CEOMETRY* 



COLUMN S 





• 




1^ 
1^ • 


a . 


1 AM 0 

lengcn 










K 

0 . 


M A — <f —A ^ A 

perxmecer 


J* 




CIOS6G curv6 




c. 


area 




U 
D • 






a . 


regxons 




C • 


vrxanguiar regions 




e. 


surface area 


A 

• 


Q • 


B«|uare 




a . 


4 ^ AM ^4 ^ 4 ^ ^ ^4 AM Was mW mm a 

icencit icacion Dy snape 






15. 


a. 


WiA *>k A W 4 A M 

propercies 




a • 


parciai xegions 




b. 


measuring 




w 
D* 


areas 




c. 


CO* linear 


Q • 


A • 


pFQpeFkxes 




d. 


co*planer 




D • 


measurement 




e. 


CO* Incident 




C. 


points 9 end points 




£. 


concurrent 




Qm 


ifays 


16. a. 


properties 




6 • 


planes » space 




b. 


construction 




t • 


CO* linear 




c. 


measurement 






co'plancr 


17. 


a. 


properties of polyhedrons 






co«* Incident 




b. 


characteristics 






coticurrenc 




c. 


Intersections 


7 


a • 


loencizicacion 


18. 


a.; 


properties 






cons c rue c ion 


19. 


a. 


recognition of figures 


O 
o • 


a • 


xoenbxixcabxon 




b. 


properties 




D • 


meas uremenc 




c. 


cons t rue t Ion 




C • 


areas 


20. 


a. 


properties 


Q 


11 • 






b. 


1 a^4A««aW^«%a 

reiacionsaips 




0 • 






c. 


cons c rue c xon 




c • 


perpenoxcuiar 




d. 


In t e r s e c t Ion 




C • 




21. 


a. 


•^AAAM««4 ^4 J<.—. 

recognx c xon 




*ft ^ 
c • 


nrnn^rfci.^a 




b. 


oe 1 xnx b xon 




f 


uiB ISO u & 




c. 


cons b rue c xon ^ 






cv/ns bZuc bxon 




d. 


propercies 




h. 




22. 


a. 


rxgnc, xsoeeies, e%^uxi.«iuer«i» 






ft AO ^iMP 

0 Xo Cw l*w & 




b. 


e on s b rue c xon 




J • 






c. 


VFa ^ <( 

rfl bxo 




V 

K • 






d. 


rycnoagorean xneorem 




1 

1 • 


congruent 


23. 


a. 


MA 4 m ^ M 

poxncs 


in 


a • 


ixgures 




b. 


1 4 MA A 

lines 




D • 


parallel 




c. 


planes 




C • 


congruence 




d. 


cecranedron and otner pyramids 




O • 


1 4 MA 

ixne 




e. 


prisms 




6 • 


axis 




f. 


cone^it cylinders 


11 • 


a* 


identltlcatlon 




8- 


spheres 




u 

Dm 


MM;AMAM^4 AM 

properties 




h. 


circles 




C • 


uumoer planes 


24. 


a. 


lines and planes 




0 • 


CO* linear 


25. 


a. 


segnients 






A.As«^l 

co*pianer 




b. 


polygons 




f 


4 no 4 HAn ^ 




c. 


A«* A 1 AA 

ang les 




8* 


concurrent 




d. 


regions In a plane 


12. 


a. 


diameter, radius 




e. 


regions In space 




b. 


arc, chord 




£. 


triangles 




c. 


construction 






prisms 




d. 


circumference 




h. 


pyramids 




e. 


area 




1. 


cones t cylinders » spheres 



j. circles 

O *In the math coding scheme each section 
ERJC of Column 3 has a separate coding for Columns 4 and 5. 
^— 18 " 



GEOMETRY* 
COLUMN 6 



1. 

2. 

3. 

5. 

6* 

7* a* 1* circle, square, triangle, rectangle 
b« 1* protractor 
2* compass 

8. 

9* f* 1* protractor 

10* 

11* c. \. data 

1. graphing 
12* 

13* c* 1* fonmila 
d« 1« formula 

14* 

15* 

16* 

17* 

18* 

19. 

20. IHZ 

21* 

22. 

23* 

24* 

25* a« I. length 

b« 1* perimeter, area 

c* 1* supplementary, complementary 
2* parallel, perpendicular 

d* !• triangles 

2. quadrilaterals 
3* circles 

e* 1. right angles 

1. rectangular prisms 
t. \. Pythagorean Theorem 

2. right triangles 

g* 1* surface area, volume 
h* 1* surface area, volume 
!• 1* surface area, volume 
J« 1« area, circumference 



the math coding scheme each section of Colunn 3 has a separate coding 
for Columns 4 and 5* 
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NUMBER SENTENCES^ 



COLUMN 4 

1 • Equalltle8/lnequ«lltl€8 

2. Sequence pictures 

3« Syi^olt In number sentences 

4« Families of facts 

5. Measuremeut 

6* Story Problems 

7. Parentheses. 

8. Logic 

9. Quant If ler^ 

10. Equations Into variables 

11 • Equations, Inequalities, 
phrases, statements 

12, English sentences to number sentences 

13. Systems of linear equations 

14* Step-by-step problem solving procedures 



COLUMN 5 

!• comparison 
2. 

4. 

5. a. liquid 
b* money 
c« linear 
d« rates 
e« time 

f. volume 

g. metric 

h. capacity 
1. weights 

J. statistics 

6. a. verbal, written 

b, completing picture problems 

c. %nrltlng from picture problems 
d* developing equations 

e« fractions 

f • 2 or more variables 

g, exponents 

h* developing Inequalities 
1, decimals 

7. a. associativity 
b. grouping 

8. a. quantifiers 

b. conditionals 

c. negating statements 
6. compound statements 
e« bldondltlonals 

f • syllogistic deduction 

20 



9. 

10. a, powers 

11. 

12. ' 

13. a. graphing 
b. solution 

14. 



» 
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PUEBLO ELEMENTARi SCHOOL 



Introduction 

The cataloging of audio-visual instructlorial materials has traditionally 
been a complex and time-consuming task for school librarians. The emergence 
of an increasing number of totally unified learning resources centers, vhich 
combine services for books and non-book materials, has increased the need for 
an effective cataloging system for audio-visual materials. 

The Scottsdale School District provides centralissed acquisition and 
cataloging services for all elementary school library books. For non-print 
materials, however, no such services are now available. A computerized 
cataloging xsystem for these materials was developed to meet this need and is 
now in operation in the Pueblo Elementary School Instructional Materials Center. 

The system is very simple, using only an 80 column tab card, and may 
easily be adapted for use in any instructional resource center or library 
which has access to basic computer equipmcut, including a key punch, sorter 
and any basic computer. 

It is the purpose of this pamphlet to describe this system in some detail. 
Basically, the pamphlet has two functions; 

1) to serve as a guide to patrons of the IMC in the Pueblo Elementary 
School 

2) to include sufficient technical data to allow implementation of the 
system in other school libraries/instructional resource centers. 

Christa Metzger 
Director, Pueblo IHG 
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Summary Overview of the System 



All A-V materials are classified as are books, by the Dewey 
Decimal Classification System. 

All pertinent information such as type of media, title, nuirber 
of parts, grade level, publisher, physical specifications and 
subject heading is recorded to be punched into computer cards. 

The following types of print-outs from the Data Processing 
Center are distributed so that teachers and students have full 
access to media information: 

1 

3.1 Type of media listing 

3.2 Dewey classification listing 

3.3 Title listing (alphabetical) 

3.4 Subject heading listing (alphabetical) 

In addition to these "book" catalog print-outs, the Data 
Processing Center prints 3x5 cards for each item cataloged. 
These are interfiled in the library card catalog, so that book 
and non-book resources may be easily identified fiTom one source. 
Identification labels for shelving may also be obtained. 
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Advantages of a computerized cataloRing system 



1. More efficient and sophisticated retrieval of instructional resources. 

2. Information is available to the user more rapidly and completely than 
with a manual system, 

3. Simple repetitive routine tasks are reduced, thus relieving library 
personnel from such operations and freeing them to work more with 
people and the ^materials themselves. 

4. Improved accuracy in cataloging, 

5. Updating of materials collections is easy and information concerning 
newly acquired materials can be disseminated efficiently and rapidly. 

6. Through various types of book print-outs, information is readily and 
easily available to the user. 

7. Information output may be retrieved in various ways: (1) Print-outs 
according to classification numbers, subject headings, titles, type 
of materials, etc. (2) Computer-printed catalog cards which are 
interfiled in the central card catalog. 

8. Materials listings according to specific needs and interests of users 
may be obtained. 

9. Book catalogs (print-outs) provide instant reference in selection of 
recommendation for purchase of new materials. Areas of weakness can 
be quickly identified, 

10. A complete, up-to-date financial picture is available at all times, 

11. This type of system may be expanded to a total library automation 
system. Continuous evolvement and improvement is easily possible. 
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Description of the system-'-'procedures (For further details see "Instructions to 
Librarians and Media Specialists", Appendix A.) 

The System Flow Chart (Fig. 1) illustrates the major elements which 
make up the cataloging system operations* Each step is described below: 

1. Resource materials - The data elements of all materials which 
are to be entered into the computer card are identified and 
recorded on the A-V Media Work Sheet . Information is obtain- 
ed from the material itself and the producer's description and 
Is recorded manually by the librarian and staff. The spaces \ 
marked "D.P. use only" contain the final coded and counted form 
of all elements to insure that the key punch operators are in 
no doubt about the nature and order of the component parts of 
the entries. This worksheet also serves as a request form for 
teachers in selection of materials (information is entered into 
spaces available, not "D.P. use" columns; library personnel will 
transfer the information in coded form to the "D.P. use" spaces), 

. The specific data elements and codes will be discussed later in 
this paper. 

2. Key punching - These media worksheets become the source docu- 
ments for key punching. They are submitted to the Data Process- 
ing Center with a standard district data processing work request. 
Information from these sheets is punched into formated cards by 
the operators in the Center. 

3. Master f^Ies - Two matter files of the punched cards are kept: 
one in the Pueblo IMC, to be used as a shelf list, to add, delete 
and make changes; the other is in the T>ata Processing Center to 
be used for obtaining print-outs. Magnetic tape storage is 
available in the Scottsdale District Computer Center and data 
from ♦'he unit cards is stored on magnetic tapes. (Availability 




of magnetic tape storage is not essential to this system,) 
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BEST COPY AVAILABLE 
A-V IIKDIA WORK SHEET 



1} School Number - 3 
?; Media Coda - 3 
3) Storase Code - 2 



(Figure 2) 



D.P, Use only 



School iKune 



4) Year Code (Acquiaittioa) - 2 
5; PrinL/Gopy Number - 2 













6) Call 5? Field - 6 





















7) Title - 30 (Short TiLlc f^crios) 



ra; Level 



\9) L.'Mir^th Couo r5.eld (Du'LT.fion , Cu.aiUi.iy ol' V.rcts) - 3 
\lO) rroduco:7rubllr>har Code - G 



/ /;) V/ '-^ i-*:* y-- V;/ V-/ 



Audio-playback t.;;xiud cr Vidj.o-ilJ.uck VJhito. (15) 
or Color (C) 1 



Slicreo (S) or Manaural (li) or Tape Ti.:;cks - 1 
\(X2) Cost - 3 
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Fund Source - 1 (IWBA-N, VS1:a - E,} 
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A. Sorting - This is done in the computer center in a variety 

of ways, according to the type of output format desired. Entries 
are arranged into sequences by title, call number, subject heading, 
type of meditim, etc., producing a book catalog in that sequence. 

5. Output - Book catalogs are produced consisting of listings by 

title of materials (alphabetical order), by type of media, Dewey Decimal 
call number, and subject heading. Spirit duplicating masters may be 
obtained which allow for multiple reproduction to serve each classroom 
or learning area as well as the central school IMC. 

In addition, two 3x5 catalog cards are produced by the 
computer center for each item. These are interfiled in the card 
catalog; one by title, the other by subject heading. 

Up-to-date print-outs to include newly acquired materials, 
changes in data elements of existing materials, or specific prints- 
cuts requested by users for special needs (such as a particular 
subject area print-out, grade level appropriateness, etc. ) may 
be obtained at any time depending on the workload of. the data 
processing center. For our purposes, a yearly updating of print- 
outs has been sufficient. Work sheets for new materials are pro- 
cessed l>y the computer center during the early summer months. 

Printed labels for identification and shelving of materials 

may also be obtained through the computer. 

Data Elements and Codes 

In the automa:ion of cataloging, traditional rules and procedures of 
cataloging generally have been observed, although in a mechanized system 
certain rules, sucli as presenting information in a prescribed order on a 
car, becomes less crucial* 
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The following information is recorded for each item (refer to A-V Media 

Work Sheet - Fig. 2): 

1. School Number 

2, Media Code 

3, Storage Code 

4, Year Code 

5. Print/Copy Number 

6. Call Number 
?• Title 

8, Maturity (grade) level 

9. Length or quantity of parts 
10 • Producer /Pub 1 i sher 

11. Physical specifications 

12. Cost 

13. Funds - Source 

14. Subject Heading \ 
As this system is specifically designed for non-book resources, no author 
space is allocated. Non-print materials are generally known by title and 
accredited to a producer or publisher rather than an author. When an author 
and title entry is required, as for a fiction record, for example, the 
"subject heading" space is used for one of them. 

Most codes used are mnemonic and can easily be decoded by anyone familiar 
with educational media. Each book print-out given to staff members includes 

a sheet of the level codes (Fig. 4) and madia codes (Fig. 3) used. 

ENTRY DESCRIPTIONS 

1. School Nupiber - Three (3) Characters 

2. Media Code • Three (3) characters — to identify all possible media 
formats an combinations of these (see F;.g.3). 

3. Storar.e C ^de - Two (2) characters (numeric). Instructional materials 
are shelv.d according to the Dex^ey Decimal Classification numbers. 
However, physical specifications, such as size, impose storage 
limits. Individual filmstrip cans are placed in a hole drawer, 

but when s filmstrip is accompanied by a disc recording or cassette 
tape, it will be stored on a separate shelf* The numeric code 
assigned for stor&Qe identification depands primarily on the size 
of the media container, Sf^ts containing filmstrips or filmstrips 

erJc 8 
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MEDIA CODES 
(Figure 3) 

MEDIA 



CODE MEDU 

AP Art Print 

BIB BlbllogrAphy 

BB Booklets, Brochures 

BC Books vith Cassettes 

BR Books with Records 

BCP Books » Cassettes, Fllns trips 

BRF Books, Records, Films trips 

CAM Cardsets (Magnetic striped flasbcards) 

C Cassette Recording 

CH Chart 

P FllK 

PL Film Loop 

PS Films trip 

PSS Filmstrip * Shortstrip 

GL Globe 

KIT Kits 

MAP Map 

MCF Microfiche 

MF Microfilm 

MOD Model 

MS Music Score 

PIC Picture (Study Prints) 

PGM ProgrsfBssed Instruction Materials 

REA Realia 

R Record, Fhonodisc 

SGA Simulation Game 

SL Slides 

FSC Sound Filmstrip with Cassette Tape Recording 

FSR Sound Filmstrip with Record 

FST Sound Filmstrip vith Tape Recording 

SG Study Guides (Teacher's Manuals) 

T Tape Riscording 

TA Teaching Aid (Bxamples: Flaahcards, games 

cardboard thermometer, etc.) 

TRA Trzinaparency 

▼TR Video Tape Recording 

VIE Viemaaster 

VH Visual Master (printr?d originals for siaklng 

overhi'ad transparencies) 

WBK Workbook 
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(FIGURE k) 



LEVEL 

LEVEL CODE 

Preschool, Nursery, Kindergarten K 

Primary (ivindergarten - Grade 3) P 

Intorruediate (Grade k-6) I 

Junior High School (Grade 7-8) J 

Senior Bx^h School (Grade 9-12) S 

Teacher - Professional Content T 

General - Universal Application G 

Excoptioial CliJldren - Special Education . X 

Grade 1 , 1 

2 2 

3 3 

h 

5 5 

6 6 

7 .7 

8 8 
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with cassette tapes are perhaps the only exception and are all stored 
together regardless of size. The following numbers are used as storage 
codes: (The number represents the approximate size of the material) 

(1) Single ff mstrips (Example: FS-1) 

(4) Cassette tapes (Example: C-4) 

(8) Filmloops (Example: FL-S) 
(12) Records, transparencies, visual masters (printed originals for 
making overhead transparencies), picture sets approximately 
twelve (12) inches high (Example: R-12, TRA-12) 

(15) Filmstrip sets (boxes containing several filmstrips which are part 
of a unified set) f ilmstrip-record sets, f ilmstrip-cassette sets) 
(Example: FS-15, FSR-15, FSC-15). s 

(18) Picture sets approximately eighteen (18) inches high, study 
prints (Example PIC-18, AP-18). 

(30) Any item, such as a kit or box requiring a larger and separate 
storage place, such as large posters or maps (Example: KIT-30). 

Cabinets or shelves where materials are stored are labeled according to the 

storage code number so that students and teachers may easily locate materials 

4. Year Code - Two (2) characters — to show the date the item was entered 
(acquis it ioned) into the center library. 

5. Print /Copy Number - Tvjo (2) characters--f or purposes of scheduling or 
invcntory--identif ics the quantity of any particular title the center 
owns. 

6. Call Number Field - Six (6) characters. The Dewey Decimal Classif icat£ion 
system is employed, as this system is used for library books in the 
Scottsdale District. 

7* XLSiiS. - Thirty ^30) characters. Official title from material itself used 
subtitles. Series titles should follow immeilately to the right end of 
the title of each item within a series (series titles will usually need 
to be very much abbreviated, but must appear in order to identify the 
item as part of a set). A separate card is riade for the title of a 
series or set followed by the word "set". 

Er|c 11 



The total number of characters In the title field is 30. This Is 
sufficient for most titles, although abbreviations may need to be used at 
tiroes. 

8. Level - A three (3) character field Is used with the codes as shown In 
Fig. 4 

9. Length code - Intended to measure the duration of a presentation or 
the quantity of parts of a set or series. It has a three. (3) digit 
field. 

Fllmstrlp (or Sound Fllmstrlp) sets ••• number of titles in the set 
Disc or tape recording playing time in minutes 
Film or Film Loops showing time in minutes 
Fllmstrips (single) frames 

Transparent pictures & flat materials (slides, transparencies , 
study or art prints) ••• number of parts in set 
Multi-media kits total items in kit 

10. Producer/Pubi^.isher Code - Characters In field: Six (6). The main 
purpose of this code is to indicate the source for additional copies. 
Lists of coded names for producers of educational media are available, 
but as long as the librarian keeps a record of codes used, it is not 
essential to use such comnierclally-produced lists. Codes should resemble 

the actual names as closely as possible. For a listing of sample codes 
see Appendix A "Instructions to Librarians and Media Specialists." 
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Local productions may be Included by naming the source person or group 
who developed the materials. 

11. Physical Specifications • Field — two (2) characters. These will vary 
between types of media; they are specific to two broad classes of 
media; video materials and audio materials. The information is 
recorded as described on the A-V Media Work Sheet • The play- 

back speed code requires only one space, as the first digit is sufficient 
to show the playback speed (Example: 33-1/3 RPM speed recording: code 
3, 43 RPM speed : code 4, etc.). 

12# Cost (approximate) - Three (3) numeric characters to state the price 
in whole dollars. 

13. Funds -Source — One (1) character (alphabetic code). This field is 

essential when a record must be kept of materials purchased with 
federal funds. This code may be expanded to other fund sources if 
needed. 

14. Subject Headlna - Fourteen (14) spaces are available for one subject 
headlng-probably In abbreviated form. This subject heading will be typed. 
In unabbreviated form, on one set of the 3 x 5 cards which are interfiled 
in the library card catalog for use by students. 
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Steps in Processing of Materials 

1, Complete the Media Work Sheet - when ordering, or after materials 
are received, A separate media xcork sheet must be made for each 
item in a set, so that individual title: may be retrieved easily. 
If the call number of an individual title varies from the call 
number of the total set, reference to that set title (abbreviated 
form) and its Devey Classification number must be made in the 
"title field". 

2. Identification labels and check-out cards - If identification 
labels are not computer produced, type labels and check out cards 
for containers and for the items within containers. Labels need 
to include only the following information for identification: 

1. Media code 

2. Storage code 

3. Dewey Decimal call number 

Example: FSR-15 FS-1 C-4 

930 398.2 921A 

Check-out cards will show this identification number in the top 

Icfthand corner. To aid students in locating A-V materials, the 

media code, storage code and call number on the catalog card in 

the library card catalog may be underlined or circled in red 

3. Store materials in appropriate storage cabinets* 

4. Take completed media work sheets to the computer center. Obtain 
print-outs and catalog cards from the computer center. Distribute 
print-ou^"? to staff members and classrooms and interfile cards in 
card catalog. 

5. A page shoving sample catalog cards and a sample page of each 
type of print-out is attached. (Appendix B) 

Conclusion 

The automation syrtem described for Pueblo is a v jorkabl e » inexpensive answer 
O J an immediate need. It is not an end. It is only the beginning in solving 
ERJC e complex probl ii/> of identification and dissemination of information. 
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Instructions to Librarians and Media Specialists 



General Procedure 

• I v 

1. Coaplete.an A-T Media Work Sheet for each item (instructions below) 

2. Type identification labels and check-out cards (vith pockets for boxes) 

for each item» giving the aedia code, storage code and call nu8d>er, 

Example: FS-1 
398.2 

3. Send the A-V m«dla work sheets to the Data Processing Center for processing. 
7ou vlll receive the following typee of print-outs frou Data Processing: 

1. Tvo identical sets of 3 x S cards (two cards for each item) to 
interfile in your card catalog (you will have to type subject 
headings on one of the sets) . 

2. Book print-outs by: 

Title (alphabetical) 
Call number (numerical) 
Type of media 

Subject heading (alphabetical) 

4. An updated print-out may be obtained from Data Processing (vith additions 
and deletions or errors corrected) once or twice a year according to your 
needs • 

A>V Media Work Sheet <Flg» 2) 

Enter kll Information on lines provided %fhich are not marked Use'* 
("roug^ draft" areas). When this information has been checked for accuracy , it 
should be entered into the ^'D«P. Use." spaces In coded and abbreviated form* 
These spaces vust be completed clearly and legibly using capital lettere (one 
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letter per numbered space), as they are used by Date Processing for keypunching. 
To avoid confusion the nuaaral "0" must be shorn "0'*« Be sure the capital 

letter "I" is shown aa a Roman Numeral to avoid confusion with the Arabic 
numeral 1. A media sheet must be completed fci each item. Fill out a sheet 
for a filmstrlp set, for example, and for each filmstrip in the set. Tlie set 
title to which a filmstrip belongs is indicated in abbreviated form in the 
title field (see instructions below). 

SteP'-'bv^'Step procedure for completing each field 

The number after each entry indicates how many spaces in the "D.P. Use'* 

area are allocated for that particular field. Note directions for where to 
start filling In the codes In the **D.P. Use" spaces. The call number, for 
example, should be completed from left to right (start left), whereas in the 
cost field you must fill in the spaces at right first (start right). 

1. School number (3) Start right - 

Use your school niuober 

2. Media Code (3) Start right - 

Use the appropriate code from the attached sheet. (Media Codes - Plg.3/:) 

3. Stora&e code (2) Start right - 

This depends somewhat on each 8cho(»l's set-up. If all A-Y materials 
are stored in a central area, use the code below to identify the 
cabinet where media is stored (label cabinets with numbers) . In 
high schools, numbers or letters may be used to indicate departments 
where materials are kept. Just be sure you know what your storage 
code means in your particular situation. 

Numbers for storage codes (the number represents 
the approximate size of tlie material) 

(1) Single filmstrips (Example: FS-1) 

(4) Cassette tapes (Example: C-4) 

(8) Filmloops (Example: )a*8) 
(12) Records, transparencii^s , visual masters (printed 
originals for making overhead transparencies) « 
picture sets approximately twelve (12) inches 
high (Example: R-1?., TRA-12) 
(15) Filmstrip sets (boxes containing several filmstrips 
which are part of a unified set) filmstrip-record 
sets, fllmstrip-casnette sets) (Example: FS-15, 
FSR-15, FSC-15). 

FRir 
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(18) Picture sets approximately eighteen (18) Inches 
high, study prints (Exa«q)le PIC-18, AP-18) . 

(30) Any itca, ouch aa a kit or bos requirtng a larger 
and separate storage place, such as large posters 
or maps (Example: KTT-30) . 

Tear Code (2) - 

fhTTast two digits of the year the material was received. 

Print /copy number (2) Start right - u ^ 

How many of this Item you have. Complete only one sheet for an 

Item even If you have multiple copies (this field will show how many 
you have) . 

Call nuaber (6) Start left - 

Dewey Decimal classification number assigned. All six spaces may be 

used for numbers, no period is necessary. For Fiction (such as 
story filmstrips) use the £irst three letters of the author s name. 

Title (30) Start left - , _ 

Titles may need to be abbreviated to fit into the 30 spaces. Do 

not begin titles with "The", "A", or "An". The title of a set or 
aeries should be followed by a space with dash (-) and the 
"SET". On media sheets which are parts of a set be sure to l«^a^cate 
the set title in abbreviated form after the title of the Item which 
belongs to the set. If the set has a different call number from an 
individual title within the set, this call number ahould be Indicated 
In this field (as It Is essential In locating the Individual Item). 
If accession numbers need to be Indicated for Identification purposes, 
use this field for such numbers. 

Level (3) Start right - 

Use the level codes listed below 

LEVEL l-EYEL CODE 

Preschool, Nursery, Kindergarten ^ 

Primary (Kindergarten - Grade 3) ^ 

Intermediate (Grade 4-6) ^ 

Junior High School (Grade 7-8) J 

Senior High School (Grade 9-3 2) S 

Teacher - Professional Content T 

General - Universal Application G 

Exceptional Children - Special Education . . X 

Grade 1 \ 

2 3 

etc. 
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9. LsDRth code field (3) (deration, quantity of parte) Start right - 

Indlcatea the duration of a presentation or the quantity of parts 
of a set or series (how aany Itens belong to a particular set or 
kit, such as number of filnstrip titles in a set). 

10. Producer/Publitfher Code (6) Start left - 

Use code from the attached list. (Producers and Publishers Code, next 

3 pages. Develop your o%ra for any not listed. Continue using any 

you may already have developed. Just be sure to keep a record of 
each code you use. 

11. Physical specificatioa s <2) - 

Most of this is self-explanatory. Playback speed may be indicated 

with one numeral (exanaplc: 33-1/3 RPM speed recording: code 3, 
43 RPM spaed: Code 4, etc.). 



12. Cost (3) (In whole dollars) Start right - 

Record cost on the *'set'* sheet only, not on each individual title 
of a set. 



13. Funds - Source (1) - 

Self-explanatory. Everything left blank la assumed to be District- 
purchased. 

14. Subject Heading (14) Start left - 

Because of space limitations only one subject heading can be used. 
Select the one which best meets your needs. Remember that many 
materials will be located by using the call number print-out. 
For fiction sets (such as story filmstrips) use this field to write 
the author's last name. 



Use of Print-outs 

Book print-outs may be bound into d«ta processing folders. Tou may 
request several copies of each type of print-out so that these may be distributed 
in your school. A short training session for your teachers should be sufficient 
to help then learn how to locate media In the print-out. Students will primarily 
use the cards In the card catalog. 
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PRODUCERS .AND rUBLISIIERS OF EDUCATIONAL MATERIALS - ABBREVIATIONS 



ABC American Book Company 

ACS American Cancer Society 

ADN :VJdlscn-Wes 1 Pi^bl-ishtn^ Co. 

AISI American Iron 6c Sceel Institute 

ALB Allyn 6r Bacon, 

ALESCO Americsn Library & Educational Services Co. 

AMHER American Heritage 

ATilMAT Anlmatlc Productions 

ATHINS Athletic Institute 

BELT Bel tone Electronics Corp. 

BEN Belief Ic Press 

BIOSCO Bioscope Manufacturing Company 

BOMAR Bomar Records 

BORGV/A jiorg '.vai-ncr 

BRL Behavioral Research Laboratories 

CAPITL Capital Records 

CARAVL Caravel FiJins 

CCOLA Coca Cola Cu.T.pany 

CHILDC Chi Idc raft 

CNCPTR Concept Records 

COLGAT Colgate-Palmo] ive 

CORONT Coronet Instructional Materials 

COMMA Communication Materials Exchange 

CROWN Crown Records 



DDD Doubled ay St Company 

DENG Denoyer-Geppert 

DISNEY Walt Disney 

DPICTO Deplete Films 



EAV Educational Auolo Visual 

EBSC Encyclopedia Brltannica Educ. Corp 

EDA Educational Activities 

EDL Educational Developmental Laboratories 

EDUC Educational Record Sales 

EEM Educational Enrichment Materials 

ERS Educational Reading Service 

EYEGT Eye-Gate 



FEI Field nduc. Publ. 

FOLKW Folkways /Scholastic 

FSH Films trip House 

GINN Glnn and Company 

GODWIN Dwight Godwin Prod. 

GOLDEN Golden Records 

GPO Government Printing Office 



ERIC 



BEST COPY AVAILABLE 



HAMM Hanroond 

HANDY Jim Handy Organ 

HARCOL Harmony Columbia 

HBW Harcourt Brace & World Co. 

HMM Houghton Mifflin Co. 

HOCTOR lIocLOL Iiuucalional Records 

HPR Harper & Row 

HRW Holt Rinehart & Winston 

INSTR Instructor 

TNTAC Interaction Productions 

JET Jet Propulsion Lab 

KIMBO Kimbo Records ■ 

LFC Library Films trip Center 

MAC Macmillan Co. 

MCG McGraw-Hill 

I'iEDlA Media Ce-.Ler 

HIK Mil li kin Publiiihing Co. 

milb::(. /.iLc .--.uoJy 

MILLER Miller, Edward M. Assoc, 

MMM 3M - Minnesota Mining St Mineral 

NGS Kc^tional Geographic Society 

PCB Publishers Central Bureau 

PELLOiN PellonCorp., Educ. Dept. 

PHH Prentice Hall 

PLA Plays, Incorporated 

PS Popular Science 

PSFOM Popular Science - Filmstrip of the Month 

PYC Peabody, George College 

RA24 Random House 

RCA R.C.A. Victor 

Kt\C Rand McNally 

ROBIN Robin Hood 

RHYREC Rhythm Record Co. 

SA Spoken Arts 

SCF Scott, Foresman & Co., 

SCHLFS Scholastic Book Services 

SEARSR Sears Roebuck & Co. 

SHORT Story coons, Inc. 

SIL Silve.. Burdett Company 

• SRA Science Research Assn. 

STK Steck-Vaughn Co. 

SVE Society for Visual Education 

SWIFT Swift & Company 

TETO Teaching Tools 

TIME Time/Life Education 

TROLL Troll Assoc. 
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UN United Nations 

UNIV Universal Ed* 6 Visual Arts 

US U»S. State Department 

VANR Reinhold Pub, Corp, 

VEC V.E.C,, Madison, Wise. (Visual Education Consultants) 

VSCI Visujl Sciences 

WEBER V/ebei- Castello 

WESTON Weston Woods 

WESTPU Western Publishing Co, 

WLD World Publishing Co. 

WOLL WoUensak Teaching Tapes 

WTS Watts, Franklin 



COPY AVAILABLE E^RIH ITS HOVEmFNTS-UF U 523 

i.d.«: fsr-35 call ! 5?5 
level: ij length: 57 

PRODUCrR/PUBLlSHER COPE: SVE 
PHYSICAL '•.PtCIFICATlONS: C 

•co.'Ts: 8 funds: Eosfl-ii 

SUBJECT Hr*DXN3: ASTRONOMY SCH Hi 20 

TITLE CARD 



title: understand earth s univ-sft 
1.0. «: fsr-is call »: 5?3 
level: ij length: g 

producer/publisher code: sve 
PHYSICAL specifications: C 
costs: funds: ehsa-ii 

subject wadins: astronoky sck vi 2u 

title card (set card) 



title; EARTH C ITS MOVEH EKTS-UEU 523 
1,0. «: FSR-15 CALL a: 525 

level: ij length: 57 

pr0nu':er/pu3lisher code: ',ve 

physical specifications: c 

costj: 8 funds: eosa-ii 

SUBJECT HEADINC: ASTPONOWY SCH »: 20 

SUBJECT Ci^RD 
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Fundamentals of the Metric 
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Drug Abuse 
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M 
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an Insect 
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Our World is Full of Many 
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Insect: Identification, 

Dissection & Preserva> 
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I Am A Fish 
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M 
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Syncopated Sound 
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M 
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UN 
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Dangerous Drugs & Their 
Effects 
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P 




UN 


002 


657 


Prehistoric Animals: What 
They Are & How Scien- 
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How to Distinguish Basic Cloud 
Types 


H 


Science 


UN 


002 


747 
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The Sun - Our Source of Light 
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Health 


UN 


002 


803 


Detecting Molecules Through 
Our Senses: Smell & 
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M & U 
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Does Light Travel Through All 
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Rocks Can Be Identified By 
Their Compcsition 


K 


• 

Science 


UN 


002 


942 
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Permanent Teeth M Science 
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tion of Certain 

Principles P & M Science 

Water Gees Through A Process 

Called the Water Cycle Elem. 
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Excessive Drinking of Alcohol 
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UN 


003 


283. 
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The Vast Amount of Water On 
Our Planet 
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About Clouds 
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f^olecules Behave In Certain 
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Elem. 
M 

Elem. 
Elem« 

U 



Soct Science 



Elem. 



U 

M or 
U 



Soc« Science 



Soc« Science 
Soc» Studies 



Soc« Sci:ince 



Soc« Studies 



World History 



Social Science 
U. History 

Soc« Science 



UN 


000 


342 


A New Frontier 


Elem* 


Amer* History 


• 

UN 


000 


357 
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The World's Geography U 

Earliest America/Opening A 

New World U 
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Members of Minority Groups 
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Do I Have to Choose? Limited 
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Teenage Subculture U 
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How Geography Affects the 

Economy of France Elem. 
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Causes of the Revolutionary 

War U 

Revolt in America U 

Civil Disobedience/Civil 
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In The 1840 *s & 1850 *s Elem. 
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Tepee Elem« 
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Against the Axis in 
World War II 
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